逗留香港申請表（適合國內同仁渡假時申請）
APPLICATION FOR STAYING AT HONG KONG GUEST HOUSE

（請於渡假三星期前送交香港人力資源部 ）

（Please delivery this form to the HKHR Dept THREE weeks prior to the annual leave）
	甲部  由同仁填寫後交廠批核    Section A : To be completed by the Company

	所屬公司
Company:
	
	
	中文姓名
	
	
	英文姓名
	
	渡假日期 Annual Leave taken: 

	
	
	
	Name
	
	
	Name
	
	由
	至to
	

	
	
	
	in Chinese:
	
	
	in English:
	
	From
	
	
	

	

	1.
	任月是否首次申請到港：
	是
	
	
	否
	  

	
	This is the applicant FIRST time visit in Hong Kong:
	YES
	
	
	NO
	

	
	

	2.
	如不是首次來港，請註明上次申請到港日期及原因：

	
	If this is not the first time visit in Hong Kong, please indicate when was the applicant last time visited and the reason:

	
	

	
	

	
	

	
	

	
	

	3.
	今次申請停留香港原因：

	
	Reason for staying at Hong Kong this time:

	
	

	
	

	
	

	
	

	
	

	4.
	今次申請入住
	公司宿舍
	
	或
	酒店
	

	日期：
	入
	
	出
	

	
	Applying to stay:
	at Hong Kong Guest House:
	
	OR
	at Hotel
	
	Date:
	From
	
	to
	

	
	

	5.
	是否需安排返回原居地機票： 
	是
	

	否
	

	費用： 
	公費
	

	私費
	
  

	
	Request to arrange Airticket
to return to homeland:
	YES
	
	NO
	
	 Fare:
	Company pays 

for the fare:
	
	Employee pays 

for the fare:
	

	
	

	6.
	要求航班及日期：
	

	
	Request the Flight Detail and Date:
	

	
	

	
	
	
	
	

	
	申請人  Applicant Signature:
	
	日期  Date:
	

	
	

	
	
	
	
	

	
	主管簽署  Approved by Department Head:
	
	總經理批示簽署  Approved by General Manager:
	

	
	

	
	

	乙部  由香港人力資源部填寫    Section B : To be completed by the HKHR Dept

	
	

	
	

	經審查後，港總處批示並安排同仁入住
	公司宿舍
	

	
	酒店
	
	

	
	
	After reviewing, the applicant is approved to stay at the
	HK Guest

House
	
	
	Hotel
	
	

	
	

	
	

	不獲批示，原因為：

	
	
	This application is not approved becauses:
	

	
	

	
	人力資源部批准人：
	

	
	Approved by the HKHR Dept :
	

	
	

	
	回覆非廠日期：
	

	
	Date of Replying to the African Company :
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